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PURPOSE: To provide guidelines and procedures for handling incidents involving juveniles who are in 
need of protection, commit status offenses, or are suspected of committing criminal offenses. (44.1.1) 


GUIDELINES: The Department’s interests concerning juvenile offenders reflect those of the community: 
to protect the child’s welfare and to prevent and control juvenile delinquency. The department expects 
officers to handle juveniles in a manner consistent with state law by working in cooperation with other 
criminal justice agencies having jurisdiction over juvenile matters. Officers will strive to resolve situations 
in a manner that will serve both the juvenile’s and the community’s best interests. 


DEFINITIONS: 


Child, Juvenile, Minor: A person who is less than eighteen (18) years of age. 


Child in need of services (CHINS): Child in need of services" means (i) a child whose behavior, 
conduct or condition presents or results in a serious threat to the well-being and physical safety of the 
child or (ii) a child under the age of 14 whose behavior, conduct or condition presents or results in a 
serious threat to the well-being and physical safety of another person; however, no child who in good 
faith is under treatment solely by spiritual means through prayer in accordance with the tenets and 
practices of a recognized church or religious denomination shall for that reason alone be considered to 
be a child in need of services, nor shall any child who habitually remains away from or habitually 
deserts or abandons his family as a result of what the court or the local child protective services unit 
determines to be incidents of physical, emotional or sexual abuse in the home be considered a child in 
need of services for that reason alone. 


To find that a child falls within these provisions, (i) the conduct complained of must present a clear and 
substantial danger to the child's life or health or to the life or health of another person, (ii) the child or 
his family is in need of treatment, rehabilitation or services not presently being received, and (iii) the 
intervention of the court is essential to provide the treatment, rehabilitation or services needed by the 
child or his family. (44.2.2 b) 


Child in need of supervision: 
1. A child who, while subject to compulsory school attendance, is habitually and without justification 


absent from school and (i) the child has been offered an adequate opportunity to receive the benefit of 
any and all educational services and programs that are required to be provided by law and which 
meet the child’s particular educational needs, and (ii) the school system from which the child is 
absent or other appropriate agency has made a reasonable effort to effect the child’s regular 
attendance without success. 
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2. A child who, without reasonable cause and without the consent of his parent, lawful custodian or 
placement authority, remains away from or deserts or abandons his family or lawful custodian on 
more than one occasion or escapes or remains away without proper authority from a residential care 
facility in which he has been placed by the court, and (i) such conduct presents a clear and substantial 
danger to the child's life or health, (ii) the child or his family is in need of treatment, rehabilitation or 
services not presently being received, and (iii) the intervention of the court is essential to provide the 
treatment, rehabilitation or services needed by the child or his family. (44.2.2 b) 


Delinquent Acts: Acts designated as a violation of a law of the Commonwealth of Virginia or an 
ordinance of any city, county, town or federal law, but not including status offenses. 


Delinquent Child: A child who has committed a delinquent act or an adult who had committed a 
delinquent act prior to his or her eighteenth birthday. 


Intake Officer: A juvenile probation officer appointed as such pursuant to the authority of Virginia State 
Code § 16.1-228. 


Secure Detention: a juvenile is in “secure detention” if he/she is detained in a holding cell, a locked 
room, or physically secured to a cuffing bench, bull ring, or other “stationary” object. 


Non-secure Custody: while in a police facility a juvenile is held in “non-secure custody” when he/she is 
being kept under an officer’s constant supervision, is not free to leave or depart from the officer’s 
presence, or is not at liberty to leave Portsmouth Police Department premises. 


Non-offenders: typically, juveniles who are subject to the jurisdiction of the juvenile court, e.g., 
children in need of services, pending mental evaluation, or abuse or crime victims. 


Status Offender: a juvenile who has committed an offense which would not be a crime if committed by 
an adult, e.g., truant, runaway etc. 


Delinquent Offender — a juvenile who has committed an offense that would be a crime if committed by 
an adult. 


Petition - a legal document containing the written statement that brings the case involving a juvenile 
into court. The petition contains facts concerning the case and requests a hearing to determine the truth 
of these facts. A petition is NOT a summons or warrant. Upon receiving a petition from Juvenile Intake, 
the court will issue subpoenas requiring the juvenile and his/her guardian to appear in court. 


Detention Order — Functions as both a charging document and a committal, it is a “court document 
ordering a juvenile into physical custody, typically at a detention center.” 


PROCEDURES: (44.2.2 a) 
I. Overview 
A. Officers should handle juvenile offenders with firmness and respect. The contact a juvenile has 
with the police is his or her first impression of the justice system. An officer’s proper handling 
may prevent the recurrence of antisocial behavior. A police officer’s warning is often all that is 


required to keep a juvenile from having to appear in juvenile court. Improper handling can 
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create the mistaken but lasting impression that all police officers and other government officials 
are unfair, untrustworthy, and inflexible, and may result in the juvenile’s complete rejection of 
lawful authority. 


B. The juvenile justice system and laws are designed to give a child a chance to mature without 
bearing the stigma of a criminal record. The juvenile justice system emphasizes confidentiality 
of records and the privacy of an adjudicatory hearing. Where appropriate, officers shall 
reasonably try to keep juveniles out of the criminal justice system. 


II. Informal or Formal Handling — Guidelines (44.2.1 a) 


A. Informal: Managing a situation by releasing the juvenile under warning to a parent or guardian. 
This requires either the parent pick up the child or the officer take the child home and inform the 
parent of the alleged offense. (44.2.2 e) 
1. Offenses generally appropriate for informal handling include first offenses of the following 

types; however, the list is not complete and an officer’s judgment is important. 


ga 


moanoe 


Runaways 

Annoying telephone calls 
Curse and abuse 
Drunkenness 

Creating a nuisance 
Disorderly conduct 

Most status offenses 


2: Philosophy of informal handling: When handling a case informally, the officer should keep 
in mind that the objective of the juvenile justice system is to rehabilitate rather than punish. 
Keeping the child in the patrol car discussing the case for an inordinate length of time will 
appear to the juvenile to be punishment, and might be unconstitutional or illegal. Officers 
shall decide without delay whether formal or informal handling is in order, then apply the 
appropriate guidelines of this order. 


B. Formal: Occurs when the juvenile is brought before the juvenile court or an intake officer for 
further processing and proper disposition. 
1. Officers should consider the following factors in making the decision to handle juveniles 
either informally or formally: 


a. 


b. 
c. 
d 


mo 


Seriousness and type of offense 

Prior record of the child 

Age of the child 

Cooperation and attitude of all parties (child, parent, victim) and the possibility of the 

offense being repeated 

Degree of wrongful intent, violence, premeditation, knowledge of violation 

Likelihood that the child or parent can be successfully referred to a helping agency 

Generally, the following situations will require formal handling of a juvenile: 

i. Delinquent acts that if committed by an adult would be felonies; 

ii. Delinquent acts involving weapons; 

iii. Delinquent acts involving aggravated assault and battery; 

iv. Delinquent acts committed by juveniles under probation, on parole or with a case 
pending; 

v. Delinquent acts that are repeated; 

vi. When the police arrive at the scene of domestic violence and discover a child at risk. 
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III. General Handling 


A. Officers shall conduct criminal investigations involving juveniles using the same guidelines and 
procedures for conducting adult criminal investigations, and by following the special procedures 
outlined in this document. 


B. Juvenile Referral Sheets and Field Interview Cards: 

1. Officers shall complete a Portsmouth Police Department Juvenile Referral Sheet (PPD 180B) 
any time they have direct interaction with a juvenile who has committed any crime or status 
offense. Officers shall complete the juvenile release block (JUV REL) on the reverse of the 
form with the appropriate code, and obtain the signature of the parent/guardian to whom they 
release the juvenile. Officers will submit the form to the Police Records Unit (PRU) prior to 
the securing from duty. 

2. Officers shall complete a field interview card (or mobile field contact) when stopping and 
investigating a juvenile for suspicious activity only. Officers shall submit the juvenile 
card/field interview card prior to securing from duty. 


C. If an offense has been committed, the officer will complete an offense report and submit it prior 
to securing from duty pursuant to ADM-16, Police Reporting System. 


D. Officers shall check VCIN for outstanding petitions and detention orders when coming into 
contact with a juvenile for any criminal or status offense matters. 


E. Officers shall notify the juvenile’s parents or guardian of significant contacts to include the below 
listed situations. Generally the officer should make this notification in person, however, the 
officer or a dispatcher may make notification by phone if the situation necessitates. (44.2.2 e) 
1. Juveniles taken into custody for committing a crime or status offense; 

2. Juveniles detained when suspected of committing a crime or status offense; 

3. All incidents when a juvenile is to be handled informally; 

4. Whenever a juvenile has been injured or involved in a vehicle accident (either as a driver or 
passenger). 


F. Officers shall notify their supervisor when a juvenile is taken into custody for the following so 
the supervisor can make a determination if a detective will be immediately assigned to handle the 
investigation: 

1. All serious felony incidents (homicide, rape, robbery, burglary, arson, malicious woundings, 
stolen vehicles); 

2. Incidents which are linked or related to a known series of crimes; 

3. All incidents which will require extensive follow-up investigation. 


G. Officers shall make a determination whether an incident will be handled formally or informally 
and proceed accordingly. 


H. Regardless of the manner in which the case is handled, officers shall respect the juvenile’s right to 
privacy and all constitutional rights. Information pertaining to the identity and/or criminal records 
of juveniles is considered under Virginia law to be highly confidential, and special care should be 
taken to prevent unauthorized disclosure. 
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IV. Taking a Juvenile into Custody (44.2.1 c) 


A. Pursuant to Virginia State Code officers shall not take a child into immediate custody except: 


1. 
2. 


10. 


When there is an outstanding detention order or warrant on file; 

When a child is alleged to be in need of services or supervision and there is a clear and 
substantial danger to the child’s life or health or the assumption of custody is necessary to 
ensure the child’s appearance before the court; (44.2.2 b) 
When a child, in the presence of the arresting officer, has committed an act designated as a 
crime under federal, state, or local law; 

When probable cause exists from a reasonable complainant that witnessed a child commit a 
misdemeanor offense involving shoplifting, assault and battery, or carrying a weapon on 
school property in violation of Virginia State Code § 18.2-308.1; 

When a child commits a felony; 

When an officer has probable cause that a child committed to the Department of Juvenile 
Justice has run away or escaped from a jail or detention home; 

When an officer has probable cause that a child has run away from a residential child-care 
facility or home in which the child has been placed by the court, social services, or licensed 
child welfare agency; 

When an officer has probable cause that a child has run away from home; 

When an officer has probable cause to believe that a child is without adult supervision at 
such hours of the night and under such circumstances that the officer reasonably concludes 
that there is a clear and substantial danger to the child’s welfare (this includes, but is not 
limited to, violation of the curfew ordinance). (44.2.2 b) 
When a child is believed to be in need of inpatient treatment for mental illness as provided in 
Virginia State Code § 16.1-340. 


B. Juveniles taken into custody have specific detention procedures that must be adhered to: 


als 


If an officer has in custody either a non-offender or a status offender, the officer may hold 
them in “non-secure” custody, but must never place such offender in a holding cell, locked 
room, physically secure them to a stationary object (secure detention), or place them in 
handcuffs. 


. Officers may only place delinquent offenders in “secure detention.” When a juvenile 


delinquent offender is in “secure detention” the officer must separate him/her from adults by 
sight and sound. Our current DCJS approved holding areas meet these requirements, however, 
should an in-custody adult become overtly loud when a juvenile is in the next room, the 
officer shall intervene. If the officer cannot calm the adult in a timely fashion, he/she will 
remove the juvenile from the area. Additionally, avoid cross-contamination of adults and 
juveniles (e.g., passing in a hallway), whenever possible. 


. Officers may hold a delinquent juvenile in secure detention for no more than six hours 


before placing him/her in a secure juvenile detention facility or release to a parent or 
guardian. However, we encourage that officers hold juveniles for the minimum time possible. 


. If an officer has a status offender, e.g., an in-state runaway, whose return to their parents or to 


their local agency’s custody, will take more than six hours, he/she will contact a juvenile 
intake worker who can authorize holding the juvenile up to 24 hours, excluding holidays and 
weekends. The intake worker will place the juvenile in a facility certified to house juveniles. 


. If an officer holds a juvenile in secure custody, he/she must enter the juvenile’s information in 


the Secure Juvenile Holding Log, which is in a pouch outside of our holding areas. When the 
log is full, submit the form to the Warrant Unit Lieutenant. 
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6. Neither the Juvenile Justice and Delinquency Prevention Act nor this policy applies to 


emancipated juveniles, who are treated as adult prisoners. 


V. Specific Procedures 


A. Detention Orders 


1. 


2. 


3. 


An officer encountering a juvenile with outstanding detention orders shall take the juvenile 
into custody. 

The officer shall transport the juvenile to Police Headquarters and process him or her in 
accordance with this policy. 

After processing, when Juvenile Court (JDR) is open, the officer shall transport the juvenile 
to the Juvenile Court Clerk’s office. If the child’s parent or guardian is present at the time of 
arrest, advise this person that he or she should immediately report to the Juvenile Court 
Clerk’s office, if possible. The clerk will make a determination if the juvenile is to 
immediately be arraigned or transported to Chesapeake Juvenile Services (the juvenile 
cannot be arraigned unless his or her parent or guardian is present). The officer shall remand 
the juvenile to the custody of the Court and provide for the disposition of the juvenile 
according to the Judge’s or Intake Worker’s direction (e.g., release to parent/guardian, 
remand to the JDR Bailiff, or transport to Chesapeake Juvenile Services). 

After processing, when Juvenile Court is not in session, the officer shall immediately 
transport the juvenile to Chesapeake Juvenile Services or other appropriate facility. The 
juvenile’s parent or guardian shall be contacted if possible and instructed to appear at 
Juvenile and Domestic Relations Court at 9:00 a.m. on the next court day. 

Officers shall ensure the original copy of the petition and/or detention orders is executed and 
turned into Police Records, where Records staff will make appropriate updates to PISTOL 
and NCIC/VCIN, and ensure the paperwork is forwarded to the Court. 


B. Felony Incidents 


1. 


Officers who take a juvenile into custody for a felony shall transport the juvenile to police 
headquarters (or Criminal Investigations Division (CID), when applicable) for processing 
(refer to photographing and fingerprinting section). 

Officers shall notify the juvenile’s parent or guardian to respond to headquarters (or CID, 
when applicable). 

When Juvenile Court is open, officers shall contact Juvenile Intake to secure a petition (and 
detention order when necessary). 

When Juvenile Court is closed, the officer shall either release the juvenile to a parent or 
guardian or contact Juvenile Intake for assistance. When circumstances permit, the officer 
shall release the juvenile to a parent or guardian. Officers shall consider the following 
circumstances when determining to release or call back a Juvenile Intake Officer. 

seriousness of the offense; 

juvenile’s demeanor; 

relationship to victim; 

prior charges; 

availability of a parent or guardian; 

overall safety of all parties involved; 

If the arresting Officer determines that he/she needs to call an on-call Juvenile Intake Officer, 
he/she shall do so in accordance with the provisions of the Third District Court Services Unit 
After Hours Video Intake Procedure Manual, including completing the requisite forms 


mean oe 
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(probable cause summary, witness lists, court services referral/complaint form and 
probable cause statement). 

6. When the juvenile is released to a parent or guardian, officers shall obtain a petition 
immediately if Juvenile Intake is open. If not, the officer will obtain the petition on the next 
court business day. The officer shall document the outcome of his or her meeting with 
Juvenile Intake on a supplemental report. 

7. When an officer completes a juvenile case file, the officer will utilize case file folder PPD 
Form 41J (1/12) which is a manila folder with a red stripe across the right side and the word 
“Juvenile” stamped on the bottom portion of the front cover. Juvenile case files folders are 
stored separately from adult case file folders and are clearly distinguishable as containing 
juvenile information. PPD form 41J files are stocked in the Uniform Patrol Report Writing 
Room at Police Headquarters. 


C. Misdemeanor Incidents 

1. For incidents in which a juvenile is in custody and the officer will be handling the matter 
formally by obtaining a petition and/or detention order: 

a. Ifthe nature of the offense requires fingerprints and photographs of the juvenile (see 
Booking and Processing a Juvenile Offender section), the officer shall transport the 
juvenile to police headquarters for processing. The officer will then proceed with the 
provisions in the Booking and Processing a Juvenile Offender section. 

b. If the nature of the offense does NOT require fingerprints and photographs of the 
juvenile, officers shall turn the juvenile over to a parent or guardian when applicable. 

2. For incidents in which a juvenile is in custody and the officer will handle the matter 
informally, without securing a petition or issuing a summons, the officer shall turn the 
juvenile over to a parent or guardian when applicable. 

3. For misdemeanor incidents not witnessed by the officer, and where by permitted by law, the 
officer may refer the complainant to Juvenile Intake to secure a petition. The only 
information the officer will provide the complainant is the report card containing the IBR 
number. When the complainant goes to Intake, the worker will contact the Police 
Department to obtain the information necessary to issue the petition. 

4. Ifthe parent or guardian is a victim or the safety of anyone involved is in jeopardy, officers 
shall transport the juvenile to Juvenile Intake when Court is open, or to Police Headquarters 
when the Juvenile Court is closed. Juvenile Intake shall be contacted for assistance. 

5. When the juvenile is released to a parent or guardian and the officer will handle the matter 
formally, officers shall obtain a petition immediately if Juvenile Intake is open. If not, the 
officer will obtain the petition the next court business day. The officer shall document the 
outcome of their meeting with Juvenile Intake on a supplemental report. 


D. Runaways — see OPR-52, Missing Persons. 


E. Curfew Violations (44.2.1 b) 
1. Officers encountering juveniles in violation of the curfew ordinance shall take custody of the 
juvenile. 


2. Officers shall transport the juvenile to his or her residence and turn him or her over to a 
parent or guardian. 

3. Officers shall issue a Virginia Uniform Summons for curfew violations and have the juvenile 
and parent or guardian sign the summons. 

4. Officers shall issue the parent a copy of the curfew for minors ordinance, pursuant to City 
code section 24-3(e)(1). 
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5. Officers who are personally aware of prior curfew violation offenses and prior notifications 
to a parent or guardian shall issue the parent or guardian a summons for violation of the 
curfew for minors ordinance in addition to the summons issued to the juvenile. 

6. When officers are not personally aware of prior curfew violation offenses or prior 
notification, they shall check with Juvenile Intake during business hours to see if a curfew for 
minors ordinance notification is on file. If it is determined that the parent or guardian has 
had prior notification, the officer shall provide probable cause to a magistrate to obtain a 
summons for violation of the curfew for minors ordinance. 

7. The officer shall forward the original Juvenile Referral form (PPD 180B) to Police Records 
attached to the curfew summons. Records personnel will ensure the paperwork is forwarded 
to the Court after data entry. 


F. Truancy 

1. Officers that encounter a juvenile away from school during normal school hours shall detain 
him or her and investigate whether he or she is truant from school. 

2. Officers shall confirm any information with the appropriate school and/or the juvenile’s 
parent or guardian. 

3. Officers shall check the juvenile through VCIN for outstanding detention orders. 

4. If the juvenile is found to be truant, the officer shall transport the juvenile back to school and 
turn him or her over to school authorities and notify the child’s parent or guardian (pursuant 
to State code section 22.1-266). 

5. Officers shall use an FI card (or mobile field contact) to document the contact and actions 
taken. 


G. Questioning Juveniles — see ADM-06, Compliance with Certain Constitutional Rights 
(44.2.2 c, 44.2.3) 
H. Transportation of Juveniles 
1. Officers shall transport juveniles taken into custody for a crime or status offense separate 


from any adult prisoners and without delay. (44.2.2 d) 
2. Officers shall separate juveniles taken into custody for a crime or status offense by sex when 
transporting them. 


3. Juveniles taken into custody for a status offense shall be handcuffed ONLY when there is a 
risk of resistance or escape. 


I. Incorrigible Juveniles 
1. Officers who respond to incidents where the juvenile has committed no crime, but is 
disobedient beyond the control of the parent or guardian, shall contact Juvenile Intake for 
assistance or guidance. 
2. If Juvenile Intake defers contact, officers shall attempt to separate the juvenile from the 
parent to an acceptable location, such as a responsible adult relative or family friend. 


J. Booking and Processing a Juvenile Offender (Virginia State Code § 16.1-299) 
1. Officers shall fingerprint and photograph a juvenile taken into custody and charged with any 
of the following: 
a. Treason; 
b. Any felony; 
c. Any misdemeanor punishable by confinement in jail under Title 18.2 or 19.2, except an 
arrest for trespass, disorderly conduct, or violation of a protective order. 
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2. Procedures 

a. Juvenile in Custody, Arresting Officer Securing Petition or Detention Order: When an 
officer has custody of a juvenile and intends to charge the juvenile, the officer will: 

1. Complete the appropriate charging paperwork (probable cause summary, witness list, 
etc.). 

2. Process the juvenile by entering the arrest information into PISTOL’s Arrest module 
(leave the OTN number blank, as the officer will NOT have this information). 

3. Photograph and fingerprint the juvenile using Live Scan’s Juvenile Criminal Booking 
option. 

4. Print the fingerprint card and CCRE card, and attach them to the Juvenile Referral 
Sheet. The officer will CONSPICUOUSLY mark the Juvenile Referral Sheet with 
the PISTOL Arrest module system ID in the upper right hand corner of the front page. 

5. If Juvenile Intake is open, the officer will transport the juvenile to Intake for a 
probable cause and detention hearing, and will dispose of the juvenile as directed by 
the Intake Officer. Document the outcome of this hearing in the offense report, and 
turn in the original Juvenile Referral Sheet (with attached CCRE paperwork) to PRU. 

6. If Juvenile Intake is closed, contact the on-call Intake Officer and proceed at their 
direction (either to release the juvenile to their parent/guardian and seek a petition 
during the next business day, or to transport to Chesapeake Juvenile Services for 
video conferencing). The officer shall process the juvenile prior to release to a 
parent/guardian, or transport to Chesapeake Juvenile Services. Document the 
outcome of this hearing in the offense report, and turn in the original Juvenile 
Referral Sheet (with attached CCRE paperwork) to Police Records. 

b. Juvenile in Custody, Existing Detention Order: If the Detention Order is from our City, 
the arresting officer will check it out of PRU and process the juvenile as above, except 
that the officer will input the OTN number as it appears on the Detention Order. The 
officer will then transport the juvenile to Chesapeake Juvenile Services. If the Detention 
Order is from another jurisdiction, have a copy faxed to PRU and process the juvenile as 
above, then transport to the secure holding facility identified on the Detention Order. 

3. Records Storage 

a. Juvenile records shall be maintained separately from adult records and copies shall be 
filed with the Juvenile & Domestic Relations Court on forms provided by the Central 
Criminal Records Exchange. 

4. Records Deletion 

a. Ifa petition or warrant is not filed against a juvenile whose fingerprints or photographs 
were taken in connection with an alleged violation of law, the fingerprint card, all copies 
of the fingerprints and all photographs shall be destroyed sixty days after fingerprints 
were taken. If a juvenile is found not guilty or in any other case resulting in a disposition 
for which fingerprints are not required to be forwarded to the Central Criminal Records 
Exchange, the court shall order that the fingerprint card, all copies of the fingerprints, and 
all photographs be destroyed within sixty days of the date of disposition of the case. 

b. If an officer does not secure petitions on a juvenile that has been processed within 60 
days of such processing, the officer shall notify their immediate supervisor of that fact 
along with the report number and arrest system ID number. The supervisor will advise 
the PRU Sergeant and recommend deletion of the photographs from PISTOL and 
destruction of the physical copies of the fingerprint cards. 


K. Release on a Virginia Uniform Summons (44.2.1 b) 
1. Officers can release juveniles on a summons only for the following: 
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pe 


Violation of motor vehicle laws 

Driving Under the Influence of Alcohol or Drugs 

i. Provided the juvenile is released to the custody of a parent or legal guardian pending 
the initial court date. 

ii. The officer shall subpoena the parent or legal guardian of the juvenile to appear by 
placing them on a General District Court Witness List. 

Refusal to submit to a blood or breath test when charged with DUI (the provisions of 

these sections shall be followed except that the magistrate shall authorize execution of the 

warrant as a summons). 

Violation of curfew ordinance, animal control violations or littering. 

Violation of game and fish laws 

Offenses, which if committed by an adult, would be Class 3 or 4 misdemeanors. The 

officer shall also include the juvenile’s parent or legal guardian on a General District 

Court Witness List. 

Possession of marijuana (at the time such summons is served, the officer shall also serve 

upon the juvenile written notice of the right to have the charge referred to intake on an 

approved Supreme Court form and make return of such service to the court. If the officer 

fails to make such service or return, the court shall dismiss the summons without 

prejudice). 

Officers shall ensure that the completed Juvenile Referral Sheet is attached to any 

CRIMINAL summonses. 


L. Officers shall obtain petitions for all other crimes or status offenses when handling an incident 
formally. Parents of a juvenile who has had a petition secured against him or her do not need to 
be subpoenaed as they are automatically issued a notice to appear in court when the petition is 
served. The only exception to this is when the parent or guardian is the victim of a crime in 
which the juvenile is the suspect. 


M. Officers shall include the outcome of seeking a petition or detention order in the officer narrative 
of the IBR or in a supplemental report, as appropriate. 


VI. Police Records Unit (PRU) Responsibilities 
A. Summonses 


1. 


B. Arrests 

PRU personnel shall enter juvenile arrests into PISTOL using the information on the 
Juvenile Referral Sheet. PRU personnel will give special attention to completing the 
custodial release and juvenile disposition block in the Arrest Module. 


PRU will collect and enter into PISTOL all juvenile summonses in the same manner as adult 
summonses. PRU personnel will pay special attention to whether the summons is for an 
arrest or a traffic violation, and will enter the summonses in the appropriate module. 
. PRU personnel will enter summonses in a timely manner in recognition of the fact that 
the Juvenile and Domestic Relations Court juvenile handles dispositions of juvenile 
summonses in an expeditious manner.. 
. All juvenile criminal summonses should be accompanied by a Juvenile Referral Sheet 
attached to the summonses — care shall be taken to not enter duplicate arrest data. 
. PRU personnel will send a copy of the Juvenile Referral Sheet to the Court with the 
summons, and PRU will keep the original on file. 
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2. In cases where there is paperwork going to the Court, PRU personnel shall send a copy of 
the Juvenile Referral Sheet to the Court with the paperwork, and keep the original on file 
in the PRU. 


C. Juvenile Detention Orders 
1. PRU personnel shall maintain and track issued detention orders pursuant to OPR-17, 
Service of Detention Orders and OPR-56, Warrant Service/Fugitive Apprehension Unit 
Duties. 


VIL. School Notifications 


A. Pursuant to Virginia state code, law enforcement officers must notify public school 
Superintendents and/or school principals of certain incidents involving students or school 
employees. Additionally, notifications are required for specific incidents occurring on school 
property, a school bus, or at a school sponsored activity, regardless of whether a student or 
employee was involved. 


B. Any officer that responds to an incident or makes any arrest meeting the following criteria shall 
notify their supervisor as soon as possible. The facts and circumstances shall be relayed to the 
appropriate Division Commander through the chain of command. The Division Commander 
shall make the appropriate notifications to the affected school officials. The custody status of the 
offender should also be relayed to the Superintendent/school principal. All notifications to 
school officials shall be documented in a supplemental report, if applicable. 


1. Incidents occurring on school property, a school bus, or at a school-sponsored activity that 
require notification of the Superintendent and school principal: 

a. Any assault, assault and battery, or sexual assault, regardless of injury. 

b. Stalking. 

c. Any conduct involving alcohol, marijuana, a controlled substance, imitation controlled 
substance, or an anabolic steroid, including the theft or attempted theft of student 
prescription medications. 

d. Threats against school personnel. 

e. Illegal carrying of a firearm on school property. 

f. Any illegal conduct involving firebombs, explosive materials or devices, hoax explosive 
devices, or chemical bombs. 

g. Bomb threats. 


2. Offenses committed by any public school student that require notifications to the 
Superintendent and school principal: 

a. Arrest of any student for any incident occurring on a school bus, school property, or at 
a school-sponsored activity. 
Arrest of any student for a felony offense, regardless of where the incident occurred. 

c. Arrest of any adult student for a firearm offense, regardless of where the incident 
occurred. 

d. Arrest of any adult student for sexual assault, regardless of where the incident 
occurred. 

e. Arrest of any adult student for PWID (including misdemeanor marijuana PWID), 
regardless of where the incident occurred. 
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3. Offenses committed by any public school employee that require notification to the 
Superintendent: 
a. Arrest of any school employee for any felony or any class 1 misdemeanor. 


APPROVED: 
Edward G. is, Chief of Police 
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